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Health and Safety Induction for Property Volunteers
	Welcome to this booklet which forms part of your induction into the branch.

As a Society, we are concerned for the health and welfare of all people connected with the branch, including you as a volunteer.

Researching the answers to the questions in this booklet will give you a good idea of the procedures around not only your safety but what to do in relation to emergencies. Health and safety is everyone’s responsibility and it is important that you find the essentials.

The answers can be found by:

· reading the orange booklets in the Branch health and safety folder
· talking to people at the branch 
· asking the Local support development Officer 
· contacting the Branch Health and Safety officer at National Centre

You will find you know most of this information from your everyday life, however the Society takes risk to volunteers very seriously and want to minimise it where possible.

So please take a few minutes to complete the booklet.
Useful websites: 

http://www.eatwell.gov.uk/asksam/keepingfoodsafe
http://volunteers.mssociety.org.uk/risk-management
Association of Charity shops
Username: acs434

Password: mulsclso



	(Accidents (HSV: 122)         
Where are the copies kept in the property?

How do people know where they are kept?

What should be your first course of action if someone has an accident?

What should happen to a completed accident form?

How many copies need to be made?

Who should keep copies?

What are the contact details for the Head of Health and Safety?

 (Incidents  (HSV:123)       

What is classified as an incident?

Where are the copies kept in the property?

What should happen to a completed incident form?

 (Emergency aid notice (HSV: 124/ HSV: 124A)
Where is this displayed?

Is there a second copy in the visitor file?

Please record the relevant numbers at the end of this booklet in case it is ever lost

(Emergency first aid training
How many first aiders does a branch shop need?

Drop-in centre running one day a week needs what sort of system in place?

Do you need to attend first aid training?
(Fire safety plan (HSV: 125 or 225)
Where is this displayed?

What are your responsibilities?

Why is it important to keep a register of volunteers who are in the property?

Why is it important to keep a list of visitors?

How do you raise the alarm in your property?

What is the quickest route out of the property?

If there is a fire, who is responsible for getting everyone out of the building?

How often should fire extinguishers be checked?

Who must check them?

How often do you need to run a fire drill? 

What form will you record this on?

(Equipment

What equipment might you need to use?

Who do you go to for training?

(Hazardous materials

What tells you a material is hazardous?

Where are they stored in your property?

How would you use them safely?

What happens to sharps in your property?
Should an asbestos survey be carried out? 

If not why not?

(Manual handling (HSV: 145/ 146/ 147/ 148)
What posters are displayed to ensure that you are safe when lifting or carrying?

When sorting donations what do you need to be careful of?
What does the poster tell you about using stepladders safely?

How often should a hoist designed to move people be inspected?
Do you need to do manual handling training?

(Food hygiene (HSV: 920)
Is it OK to serve tea and biscuits to your members?
If you are holding a cake break, what precautions should you take?
If you have a stall selling homemade goods, do you need to label them?
What is the name of the agency to contact if you have any questions about food hygiene?
When should you have a food hygiene certificate?

(Training

If any training needs have been highlighted by this booklet, please discuss them with the manager of the property or your branch chair.
 (Emergency contacts

Branch chair                                               
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Police Station
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Local A + E department
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Branch health and safety officer

[image: image4.png]



Head of health and safety
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